Mail Merge to Email Using an Outlook Distribution List

Situation:

When you email to an Outlook distribution list, all the people in the distribution list appear in the To:
line. If there are a lot of people in the list, it becomes unwieldy for the recipients to read. You could
place the distribution list in the Bcc: line, but then the To: is empty and some recipients' mail programs
will think it is spam and prevent delivery.

Overview:

You can save the distribution list as a file, open it in Word, copy the list of recipients and paste it into an
Excel file and save the Excel file . The Excel file then becomes the recipient list for mail merge to email.
Each person gets a message with only their name in the To: line.

Step by Step Instructions:

Outlook
1. In Outlook, open the distribution list by double clicking it
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3. Save the distribution list as a Rich Text Format file
Click the Office button
4, Point to Save As, on the right side, click Save As
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The file type will be *.rtf
Click Save
Leave Outlook running

File pame: |Prospects.rtf
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Word

In Word, open the rtf file

Click the Office button, select Open

Files of type: select Rich Text Format (*.rtf)
Select the file, click Open
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In the Convert File dialog box, select Rich Text Format (RTF)

RTF should already be selected

Click OK
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8. File opens
Distribution List Name: Prospects
Members:
Gerry Gerbil gerrygerb@mouseitis.net
Mama Smith mamacita@yahoo.com
Will Compute willyc@verizon.net
Excel
9. Start Excel
10. Click cell A2
11. Go back to the Word file which is displayed in step 8.
Select the members of the distribution list
Press: Control + C to copy
12. Click in cell A2 the Excel file
Press: Control +V
13. It will appear as if only the email addresses pasted, but they actually did. You will just have to
change the indentation in columns A and B
B B C D E F
1
2 gerrygerb@mouseitis.net
3 mamacita@yahoo.com
a4 1 willyc@verizon.net
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14. Still in the Excel file
Select column A




Right mouse click column A
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16.

Click the Alignment tab

Under Text alignment, Horizontal:
Click the drop down list arrow and select General

Click OK

Format Cells

Fill

Protection

Murmber | Alignment | Font

|_Bc-ttc-m w |

Text control
[ werap text
[1 shrink ta Fit
[ Merge cells
Right-to-left

Text direction:

Crientation

L |

Degrees

I oK l’ Cancel ]

17.

The names appear in the column A

A B
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2 |Gerry Ger
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gerrygerb@mouseitis.net
mamacita@yahoo.com
willyc@verizon.net




18. Select column B
Follow steps 15 and 16 to display the addresses in column B

A B C D

1

2 Gerry Gerl gerrygerb@mouseitis.net
3 Mama Sm mamacita@yahoo.com

4 'Will Comgwillyc@verizon.net

3
Hint: Include yourself in the list. That way you can check what the message looks like.
19. Adjust the width of column A and B to the text in each column
20. In cell A1, type Name

In cell B1 type Email
Bold both cells

A B
1 Name Email
2 Gerry Gerbil gerrygerb@mouseitis.net
3 Mama Smith mamacita@yahoo.com
4 |Will Compute willyc@verizon.net
5
21. Save the file

Select a location and type a file name
Save as type: should be Excel Workbook (*.xlsx)
This file will be the recipient list for the Word mail merge to email

1My Adobe Captivate Projects File Faolder FILTIZ2005 4.7«
< »
File name: Prospects b
Save a5 LPe! | Eycel Workbook (*,xlsx) A4
] Save l [ Cancel
22. Close the Excel file
Word
23. In the Word document as shown in step 8 where the distribution list was pasted, close the file
without saving it
24, Start a new document




25. Click the Mailings tab
Click Select Recipients
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26. Select the Excel file you saved in step 21
Click Open
B Prospercts, it
s Printers and Faxes on ecprint, stown, edu
s Shorkout to Prinkers and Faxes on ecprinkii
E@Shnrtcut to Printers and Faxes on ecprink0z
File name: | v | Mew Source.,,
Files of type: |.C\II Data Sources (*.odcy *.mdb; *.mde; *.accdb; *.accde; ®.0ls; *,ade; *.adp; *.udl; *.dsn; * xls V|
Cpen ] ’ Cancel l
27. If you see Select Table, select Sheet1$ and click OK

Select Table

Mame Description | Modified Created Type
Sheet14 g/26/2008 7:59:05 PM 8/26/2008 7:59:05 PM  TAEBLE
Shest2d 8/26/2008 7:59:05 PM 5262003 7:59:05 PM  TABLE
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28.

If you see the Confirm Data Source, click OK

Confirm Data Source

Qpen data source;
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29. With the Mailings tab still selected
Click Start Mail Merge
Click E-Mail Messages
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30. Type the text that everyone gets
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MNew Advanced Product for All Worm Cultivators

Tao:

From: Krazy. Eorworms
Date: December 25, 2008

s

Call immediately for a great introduction to our special feeding program for composting earthworms. It makes them strong

and healthy and your compost ripens faster.
1-800-YUM-FOOD




31.

Click in the spot where placeholder text will appear
Placeholders are called Fields

Mew Advanced Product for All Worm Cultivators

Ta: I
From: Krazy Eorworms

Date: December 25, 2008
32. Click Insert Merge Field
Select the field to insert, and then click the Insert button
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33. Click Close in the Insert Merge Field Box
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34, The field appears

Make sure not to edit this field or the merge won't work.

Mew Advanced Product for All Worm Cultivators

Call irvarnadiatahe for o oroat intradoctinm £0 n00r craei

If you put the field in the wrong place, delete it put it in the correct position




35.

Click Preview Results
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To see how the message will look for other recipients, click the next button
The merge is not yet completed
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From: Krazy Eorwerms
36. In Word - Complete the merge to email
Click Finish & Merge, select Send E-mail Messages
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37.

To: this is the title of the field for email addresses in the Excel file

Subject line: Type the subject
Send records: All
Click OK

Merge to E-mail

Message options

To: | Ernail v |

Subject line: |New ‘Worm Composting Food| |

Mail Farmat: |HTML

Send records
@l

() Current record
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Word fills it in automatically because it assumes the email addresses are in the column



38.

The messages are sent from Outlook and they will appear in Outlook's Sent Items

= SentItems
E; ! [dTo
=l Date: Today
=) ‘gerrygerb@mouseitis.net’

(= 'mamacita@yahoo.com’

i~ willye@verizon.net’
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